Over Coming Information Overload;

How to Quickly Read Through Magazines, Articles, White Papers and More
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Abstract

The best book I ever read on organizing and reading information was, How to Survive the Information Age. It was a step-by-step process that taught me many things, but most importantly how to read periodicals, reports, books, and white papers. This paper will cover some of the things I learned from that book and some of the other books I’ve studied on personal productivity. 

Tools

Disseminating Information

Having access to information is the most important aspect of ‘how to survive the information age’.  I’ve started loading documents on the web. They can be found at this link: http://f1.pg.briefcase.yahoo.com/jamesg4us  

When you get there, just click the ‘GHCO ATS’ folder. You’ll be brought to a new window that will list folders on certain subjects. Drill-down until you reach the desired document. 
For now, that’s where I’ll post the documents. I assume they’ll be moved to an online GHCO library in the future. I’ll let you know if this happens. 

Books

Ron Fry has a great line of books on personal productivity and more. Don’t be overwhelmed though, I’ll teach you how to shoot through these books quickly. 

The Great Big Book of Personal Productivity:

http://www.careerpress.com/book178.html 

The rest of Ron’s books:

http://www.greatjobstore.com/author_search.php?q=Ronald+W.+Fry 

Mnemonics (memory techniques)

Memory techniques can be very helpful when you want to truly commit something to memory. I’ve posted a few documents on these techniques on the web at the link mentioned in the ‘Disseminating Information’ section of this document. 

Organizational White Paper (The Spire Project)

There’s a great white paper I read called The Spire Project. I’ve posted this document on the link mentioned in the ‘Disseminating Information’ section of this document. 

Here’s a clip from that paper.

The Information Research FAQ

“100 pages of search techniques, tactics and theory by David Novak of the Spire Project. (www.SpireProject.com) This FAQ addresses information literacy; the skills, tools and

theory of information research. Particular attention is paid to the internet as both a reservoir and gateway to information resources.”

I will also insert many of the tips from this white paper, throughout this document. 

Web Sites

Memory Improvement 

MemoryMan.com 

The Spire Project
Speed-Reading

Speed-reading is no longer the ‘Evelyn Wood’ courses many of us grew up with. The advent of the computer has helped this skill flourish. 

I use Rocket Reader. 

What makes this software incredible is its versatility. You can use their suggested reading or you can read your own books. Furthermore you can read web pages with Rocket Reader.  

If you’d like an example of how you can use e-books with this program, download an e-book from my online library at, http://jamesgoulding.com/americanhistory.html. 

When you get there, click the ‘TOC’ and it will take you to the table of contents. Click on any book that interests you and it will come up on your screen. Save the file as .txt, on your computer and you are in business. 

Or just click the link below and it will download Thomas Paines, Common Sense. 

http://jamesgoulding.com/americanhistoryebooks/Revolution/paine/commonsense.txt 

Once you have Rocket Reader loaded, it gives you the option to pick the material you want. The only requirement is that it’s in .txt format. Experiment a little bit with it and you’ll be off to the races. 

In one month my speed increased from 200 wpm to 450 wpm. (Ok…I’ve been stuck there for a while, but I’ll break that barrier soon.) 

